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CHIEF'S PREFACE

This manual represents the guiding principles and values of the Contra Costa
Probation Department. The policies have been carefully developed and reviewed
by this administration in collaboration with other County entities, staff, employee
representatives as well as reviewing established law, best practices and sound
judgment.

Our effort to capture all the nuances of our responsibilities in a work environment
that is ever changing and highly complex has not been a simply task - nor should it
be. Every decision we make has the potential to profoundly affect our own lives as
well as the lives of others. Therefore, it is essential that all of us use this manual as
a tool that establishes the fundamental guidelines for successful completion of our
duties to protect ourselves, our communities, victims and our clients.

All of these guidelines and our use of common sense can be limited by our
willingness to take personal responsibility for our actions. It is ultimately that
individual responsibility to perform our duties that will enhance the trust with those
we interact with in every aspect of our different assignments. The overall success
of our Department is measured every day by the degree we nurture and maintain
the  trust  of  our  justice  partners  and  the  public.

As the Chief Probation Officer I urge you to become well acquainted with this
blueprint. It will help us focus forward to perform our duties safely while completing
our responsibilities with honor and integrity.

Philip F.  Kader,  Chief  Probation Officer
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Peace Officer  Code of  Ethics

In recognition of the profound responsibilities inherent in a profession dedicated
to the adjustment of social relationships, I acknowledge these to be my guiding
precepts:

�‡ Serve  with  Humility

�‡ Act  without  Prejudice

�‡ Uphold  the  Law  with  Dignity

�‡ Be Objective in the  Performance of my Duties

�‡ Respect the Inalienable Rights of All Persons

�‡ Hold Inviolate Those Confidences Reposed in me

�‡ Cooperate with Fellow Workers and Related Agencies

�‡ Be Aware of My Responsibilities To the Individual and to the Community

�‡ Improve My Professional Standards Through Continuously Seeking Knowledge and
Understanding.
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Mission  Statement

The Contra Costa County Probation Department is committed to the support of
public safety by providing evidence-based prevention, investigation and supervision
services, as well as to provide a safe environment for our staff and those placed in
our  custodial  care.

Philip Kader,  Chief  Probation Officer
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Law  Enforc em ent  Aut hor i t y

100.1 PURPOSE  AND  SCOPE
Law enforcement officers are granted the authority to perform their function based on
established legal authority. This department does not tolerate abuse of law enforcement
authority.

100.2 PEACE OFFICER  POWERS
Sworn members of this department shall be considered peace officers pursuant to Penal
Code �†830.5. The authority of any such peace officer extends to any place in the State of
California while engaged in the performance of the duties of their respective employment
and for the purpose of carrying out the primary function of their employment.

(a) PC 830.5(a) - The authority of probation officers shall extend only as follows:

1. To conditions  of  parole or  of  probation by  any  person  in this  state  on parole  or
probation

2. To the escape of any inmate or ward from a state or local institution

3. To the transportation of persons on parole or probation

4. To violation of any penal provisions of law that are discovered while performing
the usual or authorized duties of his or her employment

5. To the rendering of mutual aid to any other law enforcement agency

(b) PC 830.5 (b) - ... or any superintendent, supervisor, or employee having custodial
responsibilities in an institution operated by a probation department, or any
transportation officer of a probation department.

100.3 CONSTITUTIONAL REQUIREMENTS
All employees shall observe and comply with every person's clearly established rights under
the United States and California Constitutions.

Law  Enforcement  Authority  -  7
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P r  o  c  e  d  u  r  e   and  the  Law

101.1     POLICY
The Probation Department is an arm of the Court. The Chief Probation Officer is appointed
by the Contra Costa County Board of Supervisors as identified in Contra Costa County
Ordinance 2013-09, dated March 18, 2013. The Chief Probation Officer is legally mandated
under Penal Code Section 1203.6 and Welfare & Institutions Code Section 270 to provide
selected services and has the authority to provide other services to the Court and the
Community. These services are to be provided in a lawful and professional manner. The
Management Team is expected to implement policy and procedures, and are bound in every
way by the dictates of the law. Staff is responsible for keeping current on department policies
and  procedures  as  well  as  changes  in  the  law.

Should any employee become aware of a conflict between the law, policy manuals or
procedures, the employee shall notify his or her immediate supervisor of the apparent
conflict.  The supervisor will take the appropriate action to handle this situation.

If an employee is directed by the Court to perform in a manner that does not appear to be
consistent with the departmental policy and procedure, the employee will attempt to make
the Court aware of the problem. If an immediate decision is not required, the employee will
seek direction from the immediate supervisor. If an immediate response is required, the
employee will comply with the directive of the Court and advise the immediate supervisor
of  the  situation  as  soon  as  possible.

Any employee who intentionally provides inaccurate, misleading or untruthful information
to, or intentionally withholds significant information from, the Court or the administrators or
supervisors of the department is subject to disciplinary action.

Policy
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Oat h of  O f  f  i  c  e  

104.1     PURPOSE   AND   SCOPE
Deputy Probation Officers and Probation Counselors of this department are sworn to uphold
the federal and state constitutions and to enforce federal, state and local laws.

104.1.1      OATH  OF  OFFICE
Upon employment, all sworn employees shall be required to affirm the oath of office
expressing commitment and intent to respect constitutional rights in discharging the duties
of a law enforcement officer (Cal. Const. Art. 20, �†3; Government Code �†3102). The
oath  shall  be  as  follows:

I, [employee name], do solemnly swear (or affirm) that I will support and defend the
Constitution of the United States and the Constitution of the State of California against all
enemies, foreign and domestic; that I will bear true faith and allegiance to the Constitution
of the United States and the Constitution of the State of California; that I take this obligation
freely, without any mental reservation or purpose of evasion; and that I will well and
faithfully discharge the duties upon which I am about to enter.

Policy
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Pol ic y Manual

106.1 PURPOSE  AND  SCOPE
The manual of the Contra Costa County Probation Department is hereby established and
shall be referred to as "The Policy Manual." The Policy Manual is a statement of the current
policies, procedures, rules, and guidelines of this department. All employees are to conform
to the provisions of this manual. All prior and existing manuals, orders, and regulations
which are in conflict with this manual are revoked, except to the extent that portions of
existing manuals, orders, and other regulations which have not been included herein shall
remain in effect where they do not conflict with the provisions of this manual.

Except where otherwise expressly stated, the provisions of this manual shall be considered
as guidelines. It is recognized, however, that probation work is not always predictable and
circumstances may arise which warrant departure from these guidelines. It is the intent of
this manual to be viewed from an objective standard, taking into consideration the sound
discretion entrusted to members of this department under the circumstances reasonably
available  at  the  time  of  any  incident.

106.1.1 DISCLAIMER
The provisions contained in this Policy Manual are not intended to create an employment
contract, nor any employment rights or entitlements. The policies contained within this
manual are for the internal use of the Contra Costa County Probation Department and
shall not be construed to create a higher standard or duty of care for civil or criminal liability
against the County of Contra Costa, its officials or employees. Violations of any provision
of any policy contained within this manual shall only form the basis for departmental
administrative action, training or discipline. The Contra Costa Probation Department
reserves the right to revise any policy content, in whole or in part.

106.2 RESPONSIBILITIES
The ultimate responsibility for the contents of the manual rests with the Chief Probation
Officer. Since it is not practical for the Chief Probation Officer to prepare and maintain the
manual, the following delegations have been made:

106.2.1 CHIEF PROBATION OFFICER
The Chief Probation Officer shall be considered the ultimate authority for the provisions of
this manual and shall continue to issue Departmental Directives which shall modify those
provisions of the manual to which they pertain. Departmental Directives shall remain in
effect until such time as they may be permanently incorporated into the manual.

106.2.2 EXECUTIVE MANAGEMENT
Executive Management shall consist of the following:

�‡ Chief Probation Officer

�‡ Assistant Chief

�‡ Probation Directors

�‡ Administrative Service Officer

Policy
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The  Executive  Management  Team  shall  review  all  recommendations  regarding  proposed
changes to the manual.  Managers shall be responsible to ensure Supervisors are informed.

106.2.3 OTHER PERSONNEL
All Department employees suggesting revision of the contents of the Policy Manual shall
forward their suggestion, in writing, to their Immediate Supervisor who will consider the
recommendation and forward to their manager.

106.3 FORMATTING CONVENTIONS  FOR  THE  POLICY  MANUAL
The purpose of this section is to provide examples of abbreviations and definitions used in
this manual.

106.3.1 DEFINITIONS
The following words and terms shall have these assigned meanings, unless it is apparent
from the content that  they have a  different meaning:

Adult   -  Any  person  18  years  of  age  or  older.

CHP  -  The  California  Highway  Patrol. 

CFR  -  Code  of  Federal  Regulations. 

County   -  The  County  of  Contra  Costa.

Department/CCCPD  - The Contra Costa County Probation Department.

DMV -  The  Department  of Motor  Vehicles.

Employee/Personnel  - Any person employed by the Department.

Juvenile   -  Any  person  under  the  age  of  18  years.

Manual  - The Contra Costa County Probation Department Policy Manual.

May - Indicates a permissive, discretionary or conditional action.

Member  - Any person who is employed or appointed by the Contra Costa County Probation 
Department including sworn staff ,non-sworn employees.

Non-sworn  - Employees and volunteers who are not sworn peace officers.

Deputy/Sworn   -  Those  employees,  regardless  of  rank,  who  are  sworn  employees  of  the
Contra Costa County Probation Department.

On-Duty   -  Employee  status  during  the  period  when  he/she  is  actually  engaged  in  the
performance of his/her assigned duties.

Order  - A written or verbal instruction issued by a superior.

POST - The California Commission on Peace Officer Standards and Training.

Rank  -  The  job  classification  title  held  by  a  deputy.

Shall   or   will   -  Indicates  a  mandatory  action.
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Should - Indicates a generally required or expected action, absent a rational basis for failing
to  conform.

USC  -  United  States  Code

106.3.2 DISTRIBUTION OF MANUAL
Copies of the Policy Manual shall be distributed to the following:

�‡ Three  (3)  Directors

�‡ Administration

�‡ Richmond Office

�‡ Antioch Office

A computerized version of the Policy Manual will be made available on the Department
network for access by all employees. The computerized version will be limited to viewing
and printing of specific sections. No changes shall be made to the electronic version without
authorization from the Chief Probation Officer or designee.

106.4 MANUAL ACCEPTANCE
As a condition of employment, all employees are required to read and obtain necessary
clarification of this department's policies. All employees are required to sign a statement
of receipt acknowledging that they have received a copy, or have been provided access to
the Policy Manual and understand they are responsible to read and become familiar with
its contents.

106.4.1 REVISIONS TO POLICIES
All employees are responsible for keeping abreast of all Policy Manual revisions. All
changes to the Policy Manual will be circulated by the Field Service Director via e-mail
(for staff that have access to e-mail) addressed to All Staff under the title Recent Policy
Manual Revisions. Each employee shall acknowledge receipt by return email, review the
revisions and seek clarification as needed. Institutional Directors are responsible to ensure
institutional staff are advised and acknowledge changes.

Each Probation Manager will ensure that employees under his/her command are aware of
any  Policy  Manual  revisions.

106.4.2 DEPARTMENT AND PERSONAL PHILOSOPHIES
Policy and Procedure Manuals, state laws and other relevant county documents to
which all employees must adhere can only provide a general guideline to the routine,
anticipated repeated situations that occur in the courts or a job function and, therefore,
have limitations. These resources will not address all situations. Employees must exercise
sound professional judgment and seek supervisory input when necessary.

The primary responsibility of the Chief Probation Officer as an officer of the Court is the
protection of the community through the provision of legally mandated services to the Courts
and the utilization of rehabilitative services for the clients under adult of juvenile supervision.

Fulfilling the role of probation requires a blend of peace officer duties and casework skills.

Strategies for effective case management include prevention, diversion, investigation,
supervision, detention and collaboration with other agencies.
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Employees must be careful to evaluate the difference between the department's philosophy
and their own personal philosophy. Personal, political or religious beliefs should be kept
separate from the employees' departmental role. In any case in which there is a potential
conflict, the employee shall advise the immediate supervisor so appropriate action can be
taken.
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Organizational S t  r  u  c  t  u  r  e  and
Responsib i l i t y

200.1 PURPOSE  AND  SCOPE
The organizational structure of this department is designed to create an efficient means to
accomplish our mission and goals and to provide for the best possible service to the public.

200.2 DIVISIONS
The Chief Probation Officer is responsible for administering and managing the Contra Costa
County Probation Department. There are three divisions in the Probation Department as
follows:

�‡ Field Services

�‡ John  A.  Davis  Juvenile  Hall

�‡ Orin Allen  Youth Rehabilitation  Facility

200.2.1 FIELD SERVICE DIVISION
Field Services is supervised by a Division Director whose primary responsibility is to provide
general management direction and control for this Division. The Field Service Division
includes Adult and Juvenile Court Services, Adult and Juvenile Supervision, and Training.

200.2.2 JUVENILE HALL  DIVISION
The Juvenile Hall Division is supervised by a Division Director whose primary responsibility
is to provide general management direction, operational oversight, and control of the John
A.  Davis  Juvenile  Hall.

200.2.3 O.A.Y.R.F.
The Orin Allen Youth Rehabilitation Facility Division is supervised by a Division Director
whose primary responsibility is to provide general management direction, operational
oversight  and  control  for  OAYRF.

200.3 COMMAND  PROTOCOL

200.3.1 SUCCESSION OF COMMAND
The Chief Probation Officer exercises command over all personnel in the Department.
During absences of the Chief Probation Officer the Assistant Chief will serve as the acting
Chief Probation Officer.

Except  when  designated  as  above,  the  order  of  command  authority  in  the  absence  or
unavailability of the Chief Probation Officer is as follows:

(a) Assistant Chief

(b) Probation Director

Policy
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Organizational Structure and Responsibility

200.3.2 UNITY OF COMMAND
The principles of unity of command ensure efficient supervision and control within the
Department. Generally, each employee shall be accountable to one supervisor at any time
for a given assignment or responsibility. Except where specifically delegated authority
may exist by policy or special assignment, any supervisor may temporarily direct any
subordinate if an operational necessity exists.

200.3.3 ORDERS
Members shall respond to and make a good faith and reasonable effort to comply with the
lawful order of superiors and other proper authority.
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D e  p  a  r  t  m  e  n  t  a  l   Di rec t ive

204.1 PURPOSE  AND  SCOPE
Departmental Directives establish an interdepartmental communication that may be used by
the Chief Probation Officer to make immediate changes to policy and procedure consistent
with the current Memorandum of Understanding and as permitted by Government Code �†
3500 et seq. Departmental Directives will immediately modify or change and supersede
sections  of  this  manual  to  which  they  pertain.

204.1.1 DEPARTMENTAL DIRECTIVE PROTOCOL
Departmental Directives will be incorporated into the manual as required upon approval of
the Chief Probation Officer. Departmental Directives will modify existing policies or create
a new policy as appropriate and will be rescinded upon incorporation into the manual.

All existing Departmental Directives have now been incorporated in the updated Policy
Manual  as  of  the  below  revision  date.

Any Departmental Directives issued after publication of the manual shall be numbered
consecutively starting with the last two digits of the year, followed by the number 01. For
example, 12-01 signifies the first Departmental Directive for the year 2012.

204.2 RESPONSIBILITIES

204.2.1 EXECUTIVE MANAGEMENT
Executive management shall review and approve revisions of the Policy Manual, which will
incorporate changes originally made by a Departmental Directive.

204.2.2 CHIEF PROBATION OFFICER
The Chief Probation Officer shall issue all Departmental Directives.

204.3 ACCEPTANCE OF DEPARTMENTAL DIRECTIVES
All employees are required to read and obtain any necessary clarification of all Departmental
Directives. All employees are required to acknowledge in writing the receipt and review of
any new Departmental Directive. Signed acknowledgement forms and/or e-mail receipts
showing an employee's acknowledgement will be maintained by the Probation Director.

Policy
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Train ing Pol ic y

208.1 PURPOSE  AND  SCOPE
It is the policy of this department to administer a training program that will provide for
the professional growth and continued development of its personnel. By doing so, the
Department will ensure its personnel possess the knowledge and skills necessary to
provide a professional level of service that meets the needs of the community.

208.2 PHILOSOPHY
The Department seeks to provide ongoing training and encourages all personnel to
participate in advanced training and formal education on a continual basis. Training is
provided within the confines of funding, requirements of a given assignment, staffing
levels, and legal mandates. Whenever possible, the Department will use courses certified
by the Standards and Training for Corrections (STC) and/or the California Commission on
Peace Officer Standards and Training (POST).

208.2.1 STC ANNUAL  HOURS
The Training Unit will provide and adequate selection of courses for annual STC training
hours. The Unit will monitor the hours, but the ultimate responsibility lies with the supervisor
and employee.

208.2.2 STC CORE HOURS
Every new staff and certain newly promoted staff must complete CORE training within a
one-year period. The Training Unit will be responsible for location and making arrangements
for  the  CORE  hours.

208.2.3 P.C. 832 TRAINING
All Deputy Probation Officers and Probation Counselors are required to complete the portion
of PC 832 (Laws of Arrest) that relate to their peace officer status, preferably within 90 days
of appointment. The DPO or PC shall not exercise peace officer powers until they have
successfully completed this training.

208.2.4 NON-STC STAFF
Non-STC staff are encouraged to participate in training. It is the responsibility of the
Supervisor to evaluate their staff and recommend appropriate training as needed and
available.  Non-STC staff are required to attend mandated training.

If an STC certified class has openings and no other STC staff are available, non-STC staff
may attend the training upon their request and approval by their Supervisor, Manager and
the  Training  Officer.

208.2.5 TRAINING PROCEDURES

(a) All employees assigned to attend training shall attend as scheduled unless previously
excused by their immediate supervisor.

(b) When an employee is unable to attend mandatory training, that employee shall:

Policy
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1. Notify his/her supervisor as soon as possible but no later than one hour prior to
the  start  of  the  training

2. Document his/her absence in a memorandum/e-mail to his/her supervisor

3. Make arrangements through his/her supervisor and the Training Officer to attend
the required training on an alternate date

208.2.6 EXPECTATIONS OF DEPARTMENTAL MANAGEMENT
Managers and Supervisors in the department are expected to:

(a) Make staff aware that training is their job for that day and relieve them of their workload
responsibilities.

(b) Follow up with staff as able after training to determine the quality and benefits of the
training.

(c) Provide input to the Training Supervisor regarding the quality of training and problems
that  are  perceived.

(d) Evaluate  staff's  training  needs  and  request  training  in  those  areas  to  the  Training
Supervisor.

(e) Ensure  the  timely  completion  of  annual  STC  Training  hours  by  staff  under  their
supervision.

208.2.7 EXPECTATIONS OF STAFF
It is the responsibility of each staff member to recognize that training is their job for the day
and that they have individual responsibilities to derive positive benefits from training. Each
staff  member  is  expected  to:

(a) Report disruptive behavior to the trainer

(b) Attend and complete all training for which they are enrolled

(c) Be  punctual  and  return  from  breaks  and  lunch  at  designated  times  and  remain  in
training  until  the  class  is  dismissed

(d) Have only those training materials pertinent to the session before them

(e) Conduct themselves in an appropriate manner

(f) Respect others' ideas and opinions and questions

(g) Follow directions of the trainer and/or proctor in each class

(h) Wear  attire  to  training  in  accordance  with  the  Department  Personal  Appearance
Standards

208.2.8 EXPECTATIONS OF TRAINERS
Persons providing training to Probation Department staff are expected to:

(a) Be organized and prepared to start training at the indicated time

(b) Ensure insofar  as  possible  that  the training  area  is  properly  set  up and  is  conducive
to  the  training  to  be  offered

(c) Ensure that training handouts, etc.  are prepared and available

(d) Be responsive to the needs and questions of the class

(e) Control disruptive and/or inattentive behavior and if the trainees fail to conform, direct
them to leave and immediately report to the Training Supervisor
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(f) Provide regular breaks to the trainees and resume training on time following breaks

(g) Work with the proctor to have trainees sign in and evaluate the class.

208.2.9 OUT-OF-COUNTY CONFERENCE AND TRAINING ATTENDANCE

(a) Lodging - Staff authorized to attend out-of-county conferences or training shall be
provided with the option of overnight lodging when: (reference County Administrative
Bulletin  Training  112.9  and  Travel  111.8)

1. It is a one-day training or conference and the site is more than 75 miles from
the employee's  regular work  site.

2. It is more than one day of training or conference sessions and the site is more
than 60 miles from the employees regular work site.

3. The conference and/or training sessions provide for double lodging
accommodations. The Assistant Chief may make exceptions, when
appropriate. Employees may elect to request single lodging at their own
expense by paying the difference between the cost of the double and single
lodging.

4. The Assistant Chief may make appropriate exemptions to 1 and 2 above due to
special circumstances. Special circumstances, may include weather, medical
conditions of the employee, the beginning and ending of the sessions, etc.

(b) Car-pooling - The Training Officer shall arrange for employees attending a conference
or training sessions to car-pool when such an arrangement is practical and
appropriate. The staff person, with assistance of their supervisor, shall arrange for
the assignment of a county vehicle for commuting when practical and appropriate.

(c) Meals - In accordance with existing county policy on meal reimbursement:

1. Employees provided with overnight lodging shall be reimbursed for the following
meals: breakfast, lunch, and dinner on all training days when they are at training
site the night before if the training concludes at 5:00 PM.

2. Employees shall be reimbursed for lunch meals eaten when attending out-
of-county conferences or training.

3. Eligible employees shall be reimbursed for breakfast and dinner meals eaten
when the one way travel time exceeds three hours.

(d) Commuting Distance - Regular and usual commute miles and commute time from the
employee's home to his/her work site shall be deducted from the commute miles to
the conference or training site.  Calculations will be computed by the Training Division.

(e) STC Training Reimbursement - Employee travel demands for reimbursement for
STC training expense shall be submitted with the pre-approved travel request to the
employees supervisor.
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212.1 PURPOSE  AND  SCOPE
The purpose of this policy is to establish guidelines for the proper use and application of
the Department's electronic mail (email) system by employees of this department. E-mail
is a communication tool available to employees to enhance efficiency in the performance
of job duties and is to be used in accordance with generally accepted business practices
and current law (e.g., California Public Records Act). Messages transmitted over the
e-mail system must only be those that involve official business activities or contain
information essential to employees for the accomplishment of business-related tasks
and/or communication directly related to the business, administration, or practices of the
Department.  (Reference County Administrative Policy 139, E-Mail)

212.2 E-MAIL  RIGHT  OF PRIVACY
All e-mail messages, including any attachments, that are transmitted over department
networks are considered department records and therefore are department property. The
Department reserves the right to access, audit or disclose, with or without notice, any
message including any attachment that is transmitted over its e-mail system or that is
stored  on  any  department  system.

The e-mail system is not a confidential system since all communications transmitted on,
to or from the system are the property of the Department. Therefore, the e-mail system
is not appropriate for confidential communications. If a communication must be private,
an alternative method to communicate the message should be used instead of e-mail.
Employees using the Department's e-mail system shall have no expectation of privacy
concerning communications utilizing the system.

Employees should not use personal accounts to exchange e-mail or other information that
is related to  the official business  of the Department.

212.3 PROHIBITED USE  OF E-MAIL
Sending derogatory, defamatory, obscene, disrespectful, sexually suggestive and
harassing or any other inappropriate messages on the e-mail system is prohibited and
may  result  in  discipline.

E-mail messages addressed to the entire department are only to be used for official
business related items that are of particular interest to all users and must be approved by
the Chief Probation Officer or Assistant Chief.  Personal advertisements are not acceptable.

It is a violation of this policy to transmit a message under another user's name. Users
are strongly encouraged to log off the network when their computer is unattended. This
added security measure would minimize the misuse of an individual's e-mail, name and/or
password  by  others.

212.4 MANAGEMENT OF E-MAIL
Because the e-mail system is not designed for long-term retention of messages, e-mail that
the employee desires to save or that becomes part of an official record should be stored
in  another  file/folder.  Users  of  e-mail  are  solely  responsible  for  the  management  of  their

Policy

212



Electronic  Mail  -  22

Adopted:  2013/10/25 �‹  1995-2013 Lexipol, LLC

Contra Costa County Probation Department
Policy  Manual

Electronic Mail

mailboxes.   Messages  should  be  purged  every  few  days  and  "trash"  should  be  emptied
weekly.
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217.1 POLICY
Probation Department permanent employees are designated as Disaster Service Workers
and are subject to such disaster service activities as may be assigned to them. Department
employees are members of the Contra Costa County Emergency Organization and
during an emergency may be required to render service at his/her regular workstation
or designated site. Probation employees need a ready means of identification for
performance of their official duties and, therefore, require identification card.

All permanent Probation employees shall be issued a Contra Costa County employee
Identification and Emergency Pass. Additionally, the department will issue a Department
photo proximity/ID card specifying the employee's name and position. All field staff
are required to wear the proximity/ID card during work hours. Furthermore, all sworn,
permanent Peace Officer personnel who are issued a peace officer belt badge must also
display  that  badge  during  on  duty  hours.

217.1.1 ISSUANCE
All Deputy Probation Officers who have completed Penal Code 832 training and are eligible
will be issued a wallet badge and a belt badge. The latter will be displayed during on duty
hours. Deputies will also be issued a belt clip and neck chain to display the badge. Both
badges are to be surrendered to the employee's supervisor upon resignation, termination,
retirement or when placed on administrative leave.

If either badge is lost or stolen, the staff person is to, as soon as possible, submit written
notification to the Chief Probation Officer through the chain of command. Each person is
responsible for the issued badges and will be required to pay for the cost of replacement of
lost  items.

217.1.2 IMPROPER USE
Sworn field staff are expected to display their badges at all times while on duty. The
badge is to be displayed only during the workday when the Deputy is on duty. Under
no circumstances may any officer use or display his/her badge to influence the behavior
of another apart from his/her designate duties, or when off-duty. "Flashing" a badge is
forbidden and may result in disciplinary action. "Flashing" a badge is defined as displaying
a badge in an attempt to receive personal favors. Examples include displaying a badge to
receive  a  free  cup  of  coffee  or  avoid  a  traffic  citation.

The department badge or likeness thereof, or the department name shall not be used for
personal or private reasons including, but not limited to, letters, memoranda, and electronic
communications such as electronic mail or websites and web pages. The use of the badge
and department name for all material (printed matter, products or other items) developed
for department use shall be subject to approval by the Chief Probation Officer.

Employees shall not loan his/her department badge or identification card to others and shall
not permit the badge or Identification card to be reproduced or duplicated.
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217.2 PROXIMITY CARDS/  IDENTIFICATION CARD
The proximity/ID cards and badges are to be used only for identification in the performance
of official duties. Each person is required to have the proximity/ID card and badge
immediately available during the regular performance of his or her duties.

Persons changing job classifications should inform the Probation Administration Payroll
Clerk who will fill out the required form for the County Human Resources department to
issue a new ID card. If proximity/ID card is lost or stolen the employee shall immediately
inform  their  supervisor  in  writing.

The Official County Identification Card is issued solely by the County's Human Resources
Department. Probation Department proximity/ID cards and badges are issued by the
Probation Department. Retired Department Peace Officers may request a Retiree
identification Card to accompany their retirement badge, if issued. Other identification
cards and/or badges shall not be used as official Probation Department identification.

217.3 VOLUNTEERS/GUESTS
All volunteers are required to wear proximity/ID cards while present at a Probation
Facility or worksite. Employees from other departments wearing valid ID Badges will be
permitted to enter Probation building unescorted during normal business hours. Visitors on
official business may enter a building beyond the reception/lobby area, only with a visitor
proximity/ID card. Visitors/Guests attempting entrance to Juvenile or OAYRF must secure
permission from the Facility Director or designee. Prior to entrance, the limits of their visit
will be established as well as escort status determined.
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221.1 POLICY
Except as provided by County   Administrative   Bulletin   No.117.9, Probation Staff and
volunteers are prohibited from soliciting or accepting any gifts, favors, or any other
gratuities for services as a member of the Probation Department from a client or client's
relatives, friends, or associates under any circumstances, and from anyone else when
the circumstance could give the appearance of influencing that staff person or volunteer.
Employees and volunteers are cautioned against innocently accepting gratuities without
realizing the intent of the giver or the appearance that acceptance may have to the giver
or his associates or any third person who might observe or hear about it.

221.1.1 EXCEPTIONS TO POLICY
Staff  may  be  permitted  to  accept:

(a) Small handmade items of nominal (almost no commercial) value made by youth
at Juvenile Hall or OAYRF, where the item is made with materials provided by the
institution and rejection would hurt the youth

(b) Small amounts of such things as homemade cookies form a client or clients' parents
where rejection would injure the relationship with the client

(c) A cup of coffee or its equivalent offered by a client when the staff person is visiting his
home.
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223.1     POLICY
The use of Field Probation facilities for recreational activities shall be limited to employees
of the Probation Department. Other Contra Costa County employees may utilize the facility
upon approval of the Chief Probation Officer or designee. An employee who plans to
participate in sports, exercise or wellness/fitness programs, knowing participation involves
physical activity, is required to sign a Contra Costa Probation Department Release  from
Liability Form prior to use of any facility for recreational purposes.

223.1.1      PURPOSE  AND  SCOPE

(a) Participation shall in no way be required or expected as a condition of employment.
Participation is available to an employee only as a voluntary recreational, social,
athletic, or fitness activity and does not constitute a part of work-related duties.

(b) Neither Contra Costa County nor the Probation Department will assume responsibility
for injuries or damages that may be sustained while participating in voluntary
recreation, social, athletic, or fitness activities on any county work site, except those
arising through the sole negligence or willful misconduct of the County.

(c) Labor Code 3600 (a) (8) indicates that any injury incurred on County property, or
elsewhere, during voluntary participation in non-work related recreational activities,
will not be covered by the County's workers' compensation coverage.

(d) Voluntary participation in a wellness/fitness program is not authorized during an
employee's assigned work hours.

(e) Smoking is prohibited in all County Facilities.

(f) Use of the Probation Facilities for non-work activities by the Department personnel
shall be on their off-duty hours, and shall be at times when the facility is not being
utilized for normal Probation activities. Use of the facility for Probation business takes
precedence over employees wishing to use the facility for voluntary recreational
activities.
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225.1     POLICY
The Probation Department shall maintain a roster of the home telephone numbers and
addresses of all employees and the telephone numbers of person employees have
designated as emergency contact persons. This information is considered confidential
and shall be used for official Department business and emergency notification purposes
only. This confidential list shall be maintained at the Administrative Office, Juvenile Hall,
and OAYRF. All newly hired staff shall be required to fill out an Employee Information form.
Staff shall provide updated information to payroll clerks as needed.

Maintenance of Staff Home Addresses and Telephone Numbers - 27
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300.1 PURPOSE  AND  SCOPE
This policy provides guidelines on the reasonable use of force. While there is no way to
specify the exact amount or type of reasonable force to be applied in any situation, every
member of this department is expected to use these guidelines to make such decisions in
a professional, impartial and reasonable manner.

300.1.1 DEFINITIONS
Definitions related  to  this  policy  include:

Deadly force - Force reasonably anticipated and intended to create a substantial likelihood
of  causing  death  or  very  serious  injury.

Force - The application of physical techniques or tactics, chemical agents or weapons to
another person. It is not a use of force when a person allows him/herself to be searched,
escorted, handcuffed or restrained.

300.2 POLICY
The use of force by law enforcement personnel is a matter of critical concern, both to the
public and to the law enforcement community. Sworn Peace Officers are involved on a daily
basis in numerous and varied interactions and, when warranted, may use reasonable force
in  carrying  out  their  duties.

Peace Officers must have an understanding of, and true appreciation for, their authority and
limitations. This is especially true with respect to overcoming resistance while engaged in
the performance of law enforcement duties.

The Department recognizes and respects the value of all human life and dignity without
prejudice to anyone. Vesting Sworn staff with the authority to use reasonable force and
to protect the public welfare requires monitoring, evaluation and a careful balancing of all
interests.

300.2.1 DUTY TO INTERCEDE
Any sworn staff present and observing another employee using force that is clearly beyond
that which is objectively reasonable under the circumstances shall, when in a position to
do so, intercede to prevent the use of unreasonable force. A sworn staff member who
observes another employee use force that exceeds the degree of force permitted by law
should promptly report these observations to a supervisor.

300.3 USE   OF  FORCE
Sworn staff shall use only that amount of force that reasonably appears necessary given the
facts and circumstances perceived by the staff person at the time of the event to accomplish
a legitimate law enforcement purpose.

The reasonableness of force will be judged from the perspective of a reasonable
law enforcement officer on the scene at the time of the incident. Any evaluation of
reasonableness must allow for the fact that Peace Officers are often forced to make
split-second  decisions  about  the  amount  of  force  that  reasonably  appears  necessary  in  a
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particular situation, with limited information and in circumstances that are tense, uncertain
and  rapidly  evolving.

Given that no policy can realistically predict every possible situation a sworn staff member
might encounter, sworn staff are entrusted to use well-reasoned discretion in determining
the  appropriate  use  of  force  in  each  incident.

It is also recognized that circumstances may arise in which sworn staff reasonably believe
that it would be impractical or ineffective to use any of the tools, weapons or methods
provided by the Department. Sworn staff may find it more effective or reasonable to
improvise their response to rapidly unfolding conditions that they are confronting. In
such circumstances, the use of any improvised device or method must nonetheless
be reasonable and utilized only to the degree that reasonably appears necessary to
accomplish a legitimate law enforcement purpose.

While the ultimate objective of every law enforcement encounter is to avoid or minimize
injury, nothing in this policy requires an employee be exposed to possible physical injury
before applying reasonable force.

300.3.1 USE OF FORCE TO EFFECT AN ARREST
Any peace officer may use reasonable force to effect an arrest, to prevent escape or to
overcome resistance. A peace officer who makes or attempts to make an arrest need not
desist from his/her efforts by reason of resistance or threatened resistance on the part of the
person being arrested; nor shall a Peace Officer be deemed the aggressor or lose his/her
right to self-defense by the use of reasonable force to effect the arrest, prevent escape or
to overcome resistance  (Penal Code  �†������������

300.3.2 FACTORS USED TO DETERMINE THE REASONABLENESS  OF FORCE  
When  determining  whether  to  apply  force  and  evaluating  whether  a  sworn  staff  member
has used reasonable force, a number of factors should be taken into consideration, as time
and circumstances permit.  These factors include, but are not limited to:

(a) Immediacy and severity of the threat to  others.

(b) The conduct of the individual being confronted, as reasonably perceived by the sworn
staff  member  at  the  time.

(c) Peace Officer/subject factors (age, size, relative strength, skill level, injuries
sustained, level of exhaustion or fatigue, the number of law enforcement personnel
available  vs.  subjects).

(d) The  effects  of  drugs  or  alcohol.

(e) Subject's mental state or  capacity.

(f) Proximity of weapons or dangerous improvised devices.

(g) The degree to which the subject has been effectively restrained and his/her ability to
resist despite being restrained.

(h) The availability of other options and their possible effectiveness.

(i) Seriousness of the suspected offense or reason for contact with the individual.

(j) Training and experience of the Peace Officer.

(k) Potential for injury to staff members, suspects and others.

(l) Whether the person appears to be resisting, attempting to evade arrest by flight or is
attacking the sworn  staff member.
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(m) The risk and reasonably foreseeable consequences of escape.

(n) The apparent need for immediate control of the subject or a prompt resolution of the
situation.

(o) Whether the conduct of the individual being confronted no longer reasonably appears
to pose an imminent threat to the sworn staff person or others.

(p) Prior contacts with the subject or awareness of any propensity for violence.

(q) Any other exigent circumstances.

300.3.3 PAIN COMPLIANCE TECHNIQUES
Pain compliance techniques may be effective in controlling a physically or actively resisting
individual. Sworn Peace Officers may only apply those pain compliance techniques
for which they have successfully completed department-approved training. Sworn staff
members utilizing any pain compliance technique should consider:

(a) The degree to which the application of the technique may be controlled given the level 
of resistance.

(b) Whether the person can comply with the direction or orders of the peace officer.

(c) Whether the person has been given sufficient opportunity to comply.

The  application  of  any  pain  compliance  technique  shall  be  discontinued  once  the  sworn
staff member determines that compliance has been achieved.

300.4 DEADLY FORCE APPLICATIONS
Use of deadly force is justified in the following circumstances:

(a) A sworn peace officer may use deadly force to protect him/herself or others from what
he/she reasonably believes would be an imminent threat of death or serious bodily
injury.

(b) A sworn peace officer may use deadly force to stop a fleeing subject when the peace
officer has probable cause to believe that the person has committed, or intends to
commit, a felony involving the infliction or threatened infliction of serious bodily injury
or death, and the peace officer reasonably believes that there is an imminent risk of
serious bodily injury or death to any other person if the subject is not immediately
apprehended. Under such circumstances, a verbal warning should precede the use
of  deadly  force,  where  feasible.
Imminent does not mean immediate or instantaneous. An imminent danger may exist
even if the suspect is not at that very moment pointing a weapon at someone. For
example, an imminent danger may exist if a peace officer reasonably believes any of
the following:

1. The  person  has  a  weapon  or  is  attempting  to  access  one  and  it  is  reasonable
to believe the person intends to use it against the deputy or another.

2. The person is capable of causing serious bodily injury or death without a weapon
and it is reasonable to believe the person intends to do so.

300.5 REPORTING THE  USE  OF FORCE
Any use of force by a member of this department shall be documented promptly,
completely and accurately in an appropriate report (P-Drive/templates/Adult/Incident
Report), depending on the nature of the incident. The staff member should articulate the
factors  perceived  and  why  he/she  believed  the  use  of  force  was  reasonable  under  the
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circumstances. To collect data for purposes of training, resource allocation, analysis and
related purposes, the Department may require the completion of additional report forms,
as specified in department policy,  procedure or law.

300.5.1 NOTIFICATION TO SUPERVISORS
Supervisory notification shall be made as soon as practicable following the application of
force in  any of  the  following circumstances:

(a) The application caused a visible injury.

(b) The application would lead a reasonable peace officer to conclude that the individual
may have experienced more than momentary discomfort.

(c) The individual subjected to the force complained of injury or continuing pain.

(d) The individual indicates intent to pursue litigation.

(e) Any  application  of  a  control  device.

(f) Any application of a restraint device other than handcuffs.

(g) The individual subjected to the force was rendered unconscious.

(h) An  individual  was  struck  or  kicked.

(i) An individual alleges any of the above has occurred.

300.6 MEDICAL  CONSIDERATION
Prior to booking or release, medical assistance shall be obtained for any person who exhibits
signs of physical distress, who has sustained visible injury, expresses a complaint of injury
or continuing pain, or who was rendered unconscious. Any individual exhibiting signs of
physical distress after an encounter should be continuously monitored until he/she can be
medically assessed.

Based upon the staff member's initial assessment of the nature and extent of the subject's
injuries, medical assistance may consist of examination by fire personnel, paramedics,
hospital staff or medical staff at the jail. If any such individual refuses medical attention, such
a refusal shall be fully documented in related reports and, whenever practicable, should be
witnessed by another staff member and/or medical personnel. If a recording is made of the
contact or an interview with the individual, any refusal should be included in the recording,
if  possible.

The on-scene supervisor, or if not available, the primary handling deputy shall ensure that
any person providing medical care or receiving custody of a person following any use of
force is informed that the person was subjected to force. This notification shall include a
description of the force used and any other circumstances the deputy reasonably believes
would be potential safety or medical risks to the subject (e.g., prolonged struggle, extreme
agitation, impaired respiration).

Persons who exhibit extreme agitation, violent irrational behavior accompanied by profuse
sweating, extraordinary strength beyond their physical characteristics and imperviousness
to pain (sometimes called "excited delirium"), or who require a protracted physical encounter
with multiple deputies to be brought under control, may be at an increased risk of sudden
death. Calls involving these persons should be considered medical emergencies. Staff
who reasonably suspect a medical emergency should request medical assistance as soon
as practicable and have medical personnel stage away if appropriate.
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300.7 SUPERVISOR RESPONSIBILITY
When  a  supervisor  is  able  to  respond  to  an  incident  in  which  there  has  been  a  reported
application of force,  the supervisor is expected to:

(a) Obtain the basic facts from the involved staff members. Absent an allegation of
misconduct or excessive force, this will be considered a routine contact in the normal
course  of  duties.

(b) Ensure that any injured parties are examined and treated.

(c) When possible, separately obtain a recorded interview with the subject upon whom
force was applied. If this interview is conducted without the person having voluntarily
waived his/her Miranda rights, the following shall apply:

1. The content of the interview should not be summarized or included in any related
criminal charges.

2. The  fact  that  a  recorded  interview  was  conducted  should  be  documented  in  a
property  or  other  report.

3. The recording of the interview should be distinctly marked for retention until all
potential for civil litigation has  expired.

(d) Once any initial medical assessment has been completed or first aid has been
rendered, ensure that photographs have been taken of any areas involving visible
injury or complaint of pain, as well as overall photographs of uninjured areas. These
photographs should be retained until all potential for civil litigation has expired.

(e) Identify any witnesses not already included in related reports.

(f) Review and approve all related reports.

(g) Determine if there is any indication that the subject may pursue civil litigation, the
supervisor should complete and route a notification of a potential claim through the
appropriate channels.

(h) Evaluate the circumstances surrounding the incident and initiate an administrative
investigation if there is a question of policy non-compliance or if for any reason further
investigation may be appropriate.

In the event that a supervisor is unable to respond to the scene of an incident involving the
reported application of force, the supervisor is still expected to complete as many of the
above items as circumstances permit.

300.7.1      PROBATION MANAGER RESPONSIBILITY
The  Probation  Manager  shall  review  each  use  of  force  by  any  personnel  within  his/her 
command to ensure compliance with this policy and to address any training issues.
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302.1 PURPOSE  AND  SCOPE
This  policy  establishes  a  process  for  the  Contra  Costa  County  Probation  Department  to
review  the  use  of  force  by  its  employees.

This review process shall be in addition to any other review or investigation that may be
conducted by any outside or multi-agency entity having jurisdiction over the investigation or
evaluation  of  the  use  of  deadly  force.

302.2 POLICY
The Contra Costa County Probation Department will objectively evaluate the use of force
by its members to ensure that their authority is used lawfully, appropriately and is consistent
with training and policy. The Department will also utilize the Protocol for Law Enforcement
Involved Fatal Incidents.

302.3 REMOVAL FROM LINE  DUTY  ASSIGNMENT
Generally, whenever an employee's actions or use of force in an official capacity, or
while using department equipment, results in death or very serious injury to another,
that employee will be placed in a temporary administrative assignment pending an
administrative review. The Chief Probation Officer may exercise discretion and choose not
to place an employee in an administrative assignment in any case.

302.4 REVIEW  BOARD
The Use of Force Review Board will be convened when the use of force by a member results 
in  very  serious  injury  or  death  to  another.

The Chief Probation Officer may request the Use of Force Review Board to investigate the
circumstances surrounding any use of force incident.

The Assistant Chief will convene the Use of Force Review Board as necessary. It will be the
responsibility of the Probation Manager or supervisor of the involved employee to notify the
Assistant Chief of any incidents requiring board review. The Director or supervisor will also
ensure that all relevant reports, documents and materials are available for consideration
and  review  by  the  board.

302.4.1 COMPOSITION OF THE BOARD
The Use of Deadly Force Review Board shall be comprised of the following persons:

�‡ A designee  of  the  Chief  Probation  Officer

�‡ A Director designated by the Chief Probation Officer

�‡ A  peer  deputy

�‡ A sworn peace officer from an outside law enforcement agency

�‡ Department instructor for the type of weapon, device or technique used

�‡ A Probation Manager designated by the Chief Probation Officer
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The senior ranking command representative who is not in the same division as the involved
employee will serve as chairperson.

302.4.2 RESPONSIBILITIES OF THE BOARD
The Use of Force Review Board is empowered to conduct an administrative review and
inquiry into the  circumstances of  an incident.

The board members may request further investigation, request reports be submitted for the
board's review, call persons to present information and request the involved employee to
appear. The involved employee will be notified of the meeting of the board and may choose
to have a representative through all phases of the review process.

The board does not have the authority to recommend discipline.

The Chief Probation Officer will determine whether the board should delay its review until
after completion of any criminal investigation, review by any prosecutorial body, filing
of criminal charges the decision not to file criminal charges, or any other action. The
board should be provided all relevant available material from these proceedings for its
consideration.

Absent an express waiver from the employee, no more than two members of the board may
ask questions of the involved employee (Government Code �†3303). Other members may
provide questions to these members.

The review shall be based upon those facts which were reasonably believed or known by
the deputy at the time of the incident, applying any legal requirements, department policies,
procedures and approved training to those facts. Facts later discovered but unknown to the
deputy at the time shall neither justify nor call into question a deputy's decision regarding
the  use  of  force.

Any questioning of the involved employee conducted by the board will be in accordance
with the department's disciplinary procedures, the Personnel Complaints Policy, the current
collective bargaining agreement and any applicable state or federal law.

The board shall make one of the following recommended findings:

(a) The employee's actions were within department policy and procedure.

(b) The employee's actions were in violation of department policy and procedure.

A recommended finding requires a majority vote of the board. The board may also
recommend additional investigations or reviews, such as disciplinary investigations,
training reviews to consider whether training should be developed or revised, and
policy reviews, as may be appropriate. The board chairperson will submit the written
recommendation to the Chief Probation Officer.

The Chief Probation Officer shall review the recommendation, make a final determination
as to whether the employee's actions were within policy and procedure and will determine
whether any additional actions, investigations or reviews are appropriate. The Chief
Probation Officer's final findings will be forwarded to the involved employee's Assistant
Chief for review and appropriate action. If the Chief Probation Officer concludes that
discipline should be considered, a disciplinary process will be initiated.

At the conclusion of any additional reviews, copies of all relevant reports and information
will  be  filed  with  the  Chief  Probation  Officer.
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303.1 PURPOSE  AND  SCOPE
This policy provides guidelines for office and field contacts by deputy probation officers in
order to provide as safe a working environment for the deputy as possible.

303.2 POLICY
It is the policy of the Probation Department to provide supervision services for the purpose
of reducing the incidence and impact of delinquency and crime. Our primary mission is
community protection. As it is the deputy's responsibility to provide community protection,
we will monitor the probationer's compliance with Court-ordered conditions of probation,
attempt to secure adherence to conditions, and act promptly in cases of noncompliance.
We work with probationers to effect changes in their conduct through the use of evidence
based practices and casework modalities.

303.3 OFFICE  INTERVIEWS
Failure to attend to personal safety in the office may result in serious incidents. Attention
must be paid to the office environment for the protection of all staff. Lost or misplaced
access cards/keys shall be reported immediately to your supervisor.

(a) The ward/probationer should be interviewed in the office prior to making a field visit.
During the interview the terms and conditions of probation shall be reviewed and
explained which may include search and seizure, and random drug testing. They
should also be advised that the deputy may make announced and unannounced
home call visits. During this interview, information shall be solicited regarding the
client's living situation including other individuals in the household and their criminal
histories.

(b) Only use one designated entrance and exit for clients.

(c) All clients interviewed at probation offices must be received by a staff member and
personally escorted at all times when behind secured doors. All interviews are to take
place in designated interview rooms; no interviews are to occur in deputy's individual
offices. Clients are not to be left unattended at any time, including being personally
escorted  out  of  the  office  area.

(d) If a deputy has reason to believe that assistance may be necessary during an
interview, the deputy shall share this information with their supervisor and/or co-
workers and request that they "stand by" during the interview.

(e) Receptionists are to ask other county employees such as General Services
personnel, to display their ID when entering the probation secured work area. If a
county employee does not have their identification, they shall not be allowed into a
service area without express permission from a supervisor or manager.

303.4 FIELD  CONTACT
Field contacts are considered an essential part of any effective case supervision plan
and as such are routine for field supervision deputies. Field contacts basically fall into
three categories: Home, School and Employment. All three present certain concerns, and
guidelines for each are addressed below.

Policy
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303.4.1 HOME VISITS

�‡ If a deputy has not previously made a home visit, the first is to be made with a
co-worker or law enforcement officer.

�‡ The deputy is to sign out in their office leaving the location of the home call and the
estimated  time  of  return.

�‡ Bring  a  cell  phone  and  if  available,  a  radio.

�‡ The deputy must be clearly identifiable. Your belt badge must be displayed during all
field activities.  Wearing probation jackets and/or shirts are strongly encouraged.

�‡ County  vehicles  should  be  used.

�‡ Upon arriving at the destination, and when appropriate, pass by the residence to check
the surroundings. Special attention should be given to individuals loitering in the area,
occupied parked cars, loose dogs, etc. If the deputy feels uncomfortable with the
situation, police backup should be requested or the visit aborted.

�‡ When making a field call during hours of darkness, park in a well-lit area if possible,
close  to  the  residence.

�‡ Before entering the property be aware of possible officer safety hazards such as dogs,
chemical smells or loose steps. The deputy should trust their instincts if the situation
does not seem right and leave the area and/or call for backup.

�‡ When approaching the residence, the deputy should be alert to sounds from inside.
Before knocking, the deputy shall stop, listen and observe. Prior to entering the
residence, the deputy shall scan the visible interior. If there are unknown individuals or
other officer safety hazards such as loose dogs, the deputy shall have the probationer
come outside or terminate the visit and get backup.

�‡ Before leaving the residence the deputy shall scan the area in front of the house where
their vehicle is parked.  If the situation warrants, police backup shall be summoned.

�‡ Other Department personnel involved with a family shall be made aware of incidents
which occur which might bring the safety of the officers into question. This becomes
an issue when youth are on home supervision/electronic monitoring.

303.4.2 SCHOOL VISITS
Deputies assigned to juvenile caseloads are routinely expected to see minors at school.
It is fundamental that deputy establish effective relationships with the various school
administrators, teachers, security personnel and campus aides at the schools they service.
The following guidelines shall be followed in seeing probationers on school campuses:

�‡ Vehicles shall be parked when possible in a secured parking area.

�‡ Upon entering the campus, the deputy shall report to the designated administrator
before contacting probationers.

�‡ Officer safety is threatened on campus by random acts of violence between students
that may dictate the involvement of the deputy. Deputies may attempt to de-escalate
the confrontation through verbal intervention, but are not to physically attempt to
stop fights unless a probationer known to the deputy is involved or unless exigent
circumstances are present. In situations where school personnel are being attacked,
deputies, if physically able, may use reasonable force to restrain or subdue the
attacker.

�‡ Deputies shall not transport in a vehicle any non-probationer without written
authorization of the parent or guardian and their supervisor or probation supervisor's
permission.



Field  and  Office  Safety  Policy  -  38

Adopted:  2013/10/25 �‹  1995-2013 Lexipol, LLC

Contra Costa County Probation Department
Policy  Manual

Field  and  Office  Safety  Policy

�‡ Arrest of probationers should normally not be effected on campus. Deputies are not
to transport in-custody probationers in private vehicles. Whenever possible, school
authorities shall be notified of the deputy's intent to conduct an arrest or the deputy
must notify school authorities immediately thereafter.

�‡ Before leaving the campus the deputy shall inform the proper school administrator of
his/her departure. If any probationers are being removed from campus, their removal
shall  be  cleared.

303.4.3 EMPLOYMENT
It may be necessary for deputies to contact probationers at their work. This may be for
verification of employment or other routine contacts. This is generally discouraged as it
may jeopardize the probationer's employment. The following guidelines shall be followed
when meeting with a  probationer in their work  place:

�‡ Consideration shall be given to meeting the probationer during a lunch or coffee break.

�‡ When entering a place of employment, discretion should be used in identifying oneself
as  a  probation  officer.

303.5 REQUESTS  FOR  LAW  ENFORCEMENT ASSISTANCE
Deputies shall develop well-defined working relationships with other law enforcement
agencies and shall request the assistance of those agencies when the need for such
assistance is anticipated.  In such situations the probation officer must do the following:

(a) Conference the situation in advance with their supervisor.

(b) Communicate with law enforcement personnel:

1. What the  purpose  of  the  client  contact  is.

2. What the deputy  expects of the  police officer.

3. What the police officer can expect of the deputy, especially in terms of arming,
use of force, transportation of persons placed under arrest, per departmental
policy.

4. Give full identification to law enforcement, along with the arrest history and any
officer safety concerns.

303.6 PROBATION/POLICE ACTIVITY
This term refers to a probation officer accompanying law enforcement officers in marked or
unmarked police vehicles as the officer's drive about a community. Some examples include
truancy sweeps and special law enforcement operations.

303.6.1 DEPUTIES ACCOMPANYING LAW ENFORCEMENT
Deputies accompanying law enforcement:  Deputies involvement is always for an approved
purpose.  Valid reasons for the deputy's presence would be to:

�‡ Provide community protection.

�‡ Familiarize the deputy with a particular neighborhood.

�‡ Enforce conditions of probation.

�‡ Create a high visibility image in a targeted neighborhood and among probationers in
that neighborhood.

�‡ Defuse possible volatile situations.
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�‡ Arrest probationers when appropriate.

�‡ Foster closer affiliation with law enforcement agencies and officers.

�‡ Participate in police/probation activities.

303.6.2 PRE-DEPARTURE ACTIVITY
As a high visibility activity, the activity needs to be well planned and organized.  The following
issues and procedures must be addressed prior to the activity beginning:

�‡ Activities initiated by probation staff will be accompanied by an informational briefing.

�‡ Obtain the approval of the deputy's supervisor.  The activity and its purpose must be
discussed and approved by the supervisor.

�‡ Clarify with law enforcement officers the deputy's purpose in accompanying the
officers. The deputy insures that the officers are aware of the deputy's role. It is also
important to clarify what the deputy expects of law enforcement during the activity.

�‡ Acquaint  the  law  enforcement  officer  with  the  equipment  the  deputy  has  available.
Law enforcement may assume that deputies are armed.

�‡ Other issues needing clarification prior to the activity commencing include the
resolution of who will make arrests, who will transport prisoners, how evidence will
be handled and who will prepare and submit reports to the District Attorney.

303.6.3 EVENT COMPLETION ACTIVITY
Upon the completion of a police/probation activity the deputy involved is to submit a
completed copy of incident report to their supervisor(s). A copy of the incident report will
be placed in the probationers file and a copy will be placed in the incident report binder
in  the  appropriate  office.

303.7 EQUIPMENT
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305.1 PURPOSE  AND  SCOPE
The purpose of this policy is to provide guidelines when arresting a probationer. These
guidelines are designed to minimize the possibility of injury to any of the parties who may
be involved.

305.2 POLICY
It is the mission of the Contra Costa County Probation Department to "Join our justice
partners in service and support of our communities, courts, and victims." It is the policy of
the Probation Department to provide services to the community for the purpose of reducing
the incidence and impact of delinquency and crime thus affording enhanced community
protection. The Probation Department will monitor the probationer's compliance with
Court-ordered conditions of probation and respond in cases of non-compliance. Deputy
Probation Officers will enforce probation conditions and, as necessary and appropriate,
initiate arrests on probationers.

305.3 FACTORS TO CONSIDER  WHEN  MAKING  AN  ARREST
Upon determining that the arrest of a probationer may be necessary, the following factors
shall  be  considered:

(a) The deputy must have probable cause to believe the probationer has violated a
law or reasonable suspicion, has violated a term or condition of probation, has an
outstanding warrant, his /her safety or the safety of others is in jeopardy, or has
escaped from any commitment ordered by the Court.

(b) The deputy must consider the risk to the community, probationer, and staff involved. If
the probationer doesn't pose an immediate threat and it is believed that he/she will not
flee the jurisdiction of the Court, the case may be calendared for a "walk-in" warrant
hearing or the probationer may be directed to turn himself in to law enforcement or a
custodial institution.

(c) Availability of police/probation support.

305.3.1 ARREST PROCEDURES
The circumstances of the case and a plan for arrest must be reviewed and approved by the
unit supervisor or an alternate supervisor or manager, unless exigent circumstances exist.
The deputy and the supervisor must take into account the previously mentioned factors
when  determining  the  plan  for  arrest.

305.3.2 ARREST EFFECTED BY LAW ENFORCEMENT

(a) The deputy shall contact the police agency (Watch Commander or other established
police agency contact) having jurisdiction at the intended location of the arrest.

(b) Direct contact should be made with the agency/officer making the arrest.  The deputy
shall provide:

1. Information regarding the probationer including new offense information, picture
of probationer (or other positive identification), prior history of offenses, risk
factors, warrant information, and other pertinent information.

Policy
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2. Names of unarmed probation staff who will be present and safety equipment
they  do  possess.

3. Discuss roles of law enforcement and deputy staff and details of the arrest,
transportation and booking issues. Ideally, law enforcement should transport
and book the probationer; however, there may be occasions when probation
may transport and book individuals.

4. During the arrest procedure the probationer is to be notified of intent, the
cause, and the authority for the arrest. Said notification shall occur when the
probationer is secured and the situation is stable.

5. Admonish the probationer of his/her constitutional rights per Miranda before
taking a statement regarding any new offense for which the probationer is
arrested.

6. After the arrest has been completed, the deputy probation officer shall notify the
supervisor, initiate a petition to revoke/request for warrant, enter information in
the field book,  and complete an incident report.

305.3.3 ARREST EFFECTED BY TWO DEPUTY PROBATION OFFICERS

(a) In  some  circumstances  the  deputy  probation  officer  and  his/her  supervisor  may  feel
that police assistance with an arrest is not necessary.

(b) When  an  arrest  effected  by  two  deputy  probation  officers  is  being  considered,
following procedures shall be followed:

1. The deputy must secure his/her supervisor's approval prior to affecting the arrest
and must be able to articulate why law enforcement is not needed.

2. The deputy shall not make an arrest without having the assistance of another
deputy and notifying the police agency of the jurisdiction to inform them of the
planned arrest.

3.

4. Verify the identity of the probationer being arrested.

5. The probationer shall be handcuffed and searched for officer safety by a deputy
of  the  same  sex  when  possible.

6. During the arrest procedure the probationer is to be notified of intent, the
cause, and the authority for the arrest. Said notification should occur when the
probationer is secured and the situation is stable.

7. Where appropriate, an admonishment will be read.

8. The probationer will be transported via the use of a caged vehicle with two
deputies in the front. The deputy will need to contact the booking institution
and complete all paperwork for booking.

9. After booking, the arresting deputy shall notify his/her supervisor, initiate a
petition to revoke/request for warrant and enter the information in the field book
and complete the field operation  form.

305.3.4 VOLUNTARY SURRENDER
On  occasion  a  probationer  with  a  warrant  for  arrest  will  contact  the  deputy  and  want
to  voluntarily  surrender. When  this  occurs,  the  deputy  shall  instruct  the  probationer
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to surrender to the local police agency, correctional institution, public defender's office
or arrange for surrender in the office. The DPO may also direct adult probationers to
surrender to court or in the case of juveniles, calendar a walk-in warrant hearing.

305.3.5 ARRESTING PROBATIONERS WITH WARRANTS
Also, on occasion a probationer will appear in the office with an active warrant. When this
happens it is the expectation that the probationer be arrested on the warrant if such an
arrest  can  be  safely  managed.
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